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Login to the DCU

O Go to http://dcu.carleton.ca and login to DCU using you
network login and password.

/ INFOSILEM &2

Carleton

W UNIVERSITY

Canada’s Capital University

. Username: Ijuliapia‘rjgorskaia |

Password: | lllllllll |

Submit | Reset |
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N
Opening the Component Editing

Screen

This step is equivalent to going to SSASECT, typing
the Term and the CRN and selecting “Next block”

e (Click on the “Courses” button in the left hand
navigation panel

e (Click on the down arrow of the “Departments”
drop down list and select your department

Carlelon o Reach the Component Edit screen by “drilling
Canada's Capital University down” to the component in the Navigation panel
and clicking on the component itself as shown on

the next slide




I
Opening the Component Editing

Screen

e C(Click on# at the Course level (see below).

¢~ DCU 5.0.1 - Windows Internet Explorer

- File View Help
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Canada’s Capital University ECON1000F I:l =S i .
 ECONA000 W B Name & Course Constrai
F ECOMN1001F [1 %@ ECON1000 F -
I ECOM1002 W




I
Opening the Component Editing

Screen

e C(Click on 1t at the Section level (see below).

/= DCU 5.0.1 - Windows Internet Explorer

- File View Help

[ 1] .
INFOSILEM 28 " DNew 22Delete
Courses Course List
O rt ts: i
;g;p:nen 5 W Show 10 perpage
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I
Opening the Component Editing
Screen

e Click on the Component to open (see below).

('_ DCU 5.0.1 - Windows Internet Explorer

- File View Help
INFOSILE  O)New 22Delete
Courses Course List
Departments: 2
Carleton ECON 3 Show 10 perpage
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I
Adding an Instructor

e Open the Component Edit Screen (see slides 4 -6)
e Scroll down to the bottom of the page

e Click on Add under the Instructors section

e Select an Instructor and click OK

Carleton

UNIVERSITY

Canada’s Capital University

[] Add | J£ Remove |%Assignment| B Mew Instructor...

Instructor Name Staff ID Responsibility Is Primary

Mo Records




I
Adding an Instructor

e Click on % Assignment, enter the Responsibility and
Session and check the Is primary check box

e Click Apply then Save.

Carleton

W UNIVERSITY

Canada’s Capital University




!
Removing an Instructor

e Open the Component Edit Screen (see slides 4 -6)
e Scroll down to the bottom of the page

e Select the instructor to remove, by checking the
box and click on Remove. Click OK.

e Save.

Carleton

UNIVERSITY

Canada’s Capital University

[) Add | 22 Remove | % Assignment | ] New Instructor...

Instructor Name Staft ID Responsibility Is Primary ‘
© Rowe Nicholas 100502106 100 % 100 %




I
Forcing a Time

e Open the Component Edit Screen (see slides 4 -6)

e Scroll down to Deliveries
e Under Time Requests, select Forced Times from
the pick list

|

| o . |D Add | &2 Remove | By Duplicats | B4 Batch Update | 4 Rearder

EZ| This Delivery is grouped. Any changes may affect its related entities.

Carleton S

W UNIVERSITY Schedule Type
g ’ . GRP - Discussion Grou w
Canada’s Capital University | P |
|Start Date: 2013/09/05 End Date; 2013M12i05 |

M Time Requests

Pattern Request |+

Forced Time
Mo Time Teuesied
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Forcing a Time
e Click on Add a forced time and select a day, a
start and an end time. Save.
|
P Dm: __D Add | 2 Remove
| [&] This [?euverv is gr(r)uped‘ Any changes may affectits related entities. |
e 3
[par et feotanons End Date ERE |

‘ [) Add aforced time | 2 Remove forced time(s) ‘
Day Start

Carleton o

[) Add aforced time | ¢£ Remaove forced time(s) ‘
W UNIVERSITY |

Time Requirements

Canada’s Capital University

[ Add aroom | 22 Remove roomis)

Room Type Pavilion Room Characteristic(s) required
O [10-Steacie Building  v|  [M-SC204A ¥| m|
Characteristic(s)

[) Add characteristic | 22 Remaove characteristic(s)
Hame Descripfion

Mo Records
Room Reguirements:




I
Deleting a Forced Time

 Under Time Requests, select a time by checking
the box and click Remove forced time(s). Save.

Dot
Sungard Higher Education Banner &
Schedule Type
| LEC - Lecture V|
|Start Date: 2014/01/06 End Date: 2014/04/01 |
== Carleton |
W UNIVERSITY Forced Time v
Canada's Capital University | [) Add a forced time | ﬁﬁéemove forced time(s) ) |
11 Day Start \-________/ End
( Monday v 5 v|[30~ 10 v|[30 %
\1—/ [) Add aforced time | 22 Remove forced time(s) |
Time Requiremen ts:
ntract tructo b T
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N
Attaching a Departmental Room

e Under Room Requests, click on Add a room.
e Select DEPT from the Room type pick list
e Select a pavilion from the Pavilion pick list

e Select a departmental room from the Room pick
list

RoO Reque
Carleton [) Add aroom | 32 Remove room(s)
W UNIVERSITY Room Type Pavilion Room Characteristic{s) required
Canada’s Capital University O (10 - Steacie Building ¥ [M-SC-204A v O
Characteristic(s)
L[ Adcharadensic| RRemovecharaderistirs) |

Mo Records

Room Requirements:
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N
Removing a Departmental Room

e Under Room Requests, select the room to be
deleted and click Remove room(s). Save.

D Add aroom | emove roomis)

P
y \ - Characteristic
oom Type Pavilion Campus Room (s) required
\DEPT ~ | 05 - Loeb Building v M M-LA-AS00 +

Characteristicls)

[) Add characteristic | 2 Remove characteristic(s)

Name Description

[JZELE Electronic Classroom
Carleton Room Requirements:

W UNIVERSITY

Canada’s Capital University
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N
Adding a Room Characteristic

e Scroll down to Room requests and under
Characteristic(s), click on Add characteristic

e From the List, check mark the room characteristic
you wish to attach to this course. Click OK.

e Save.
Carleton
W’ UNIVERSITY [) Add a room | 22 Remove roomis)
c St Canital b it Room Type Pavilion Room Characteristic(s) required
. . L] |UB-f'ﬂacke|12ie Building Vl |
Characteristic(s)
[] Add characteristic | £ Remaove characteristic(s)
Name Description
[]ZCBD Lots of Chalkboard
[]ZELE Electronic Classroom
[JZNTA Mot Tablet Arm
Room Requirements:




N
Removing a Room Characteristic

e Scroll down to Room requests. Tick on the room
characteristic(s) you wish to remove from the
course.

e Click Remove characteristic(s). Save.

[) Add aroom | 22 Remove room(s)

Characteristic]

& ‘ : I t Room Type Pavilion Campus Room *
a I. e ‘ 'I l (s) required
E_EE: 04 - Aziieli Theatre - M - - B

bD LEC ~
W UNIVERSITY e

Canada’s Capital University ) Add characteristic | 22 Remove characteristic(s)

ZART Rooms suitable for ArtsOne

] ZFLM Film

ZAOS Rooms suitable for ArtsOne seminars
ZSCL Computer Labs

Room Reguirements:
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Unscheduled Courses

Under Time Requests, select No time Requested
from the pick list. Save

| o1 . [) add | 22 Remove

Sungard Higher Education Banner &
Schedule Type

| WRK - Work Term

4
|Start Date: 2013/09/05 End Date: 201312105 I
e
Mo time requested v
CarletOI l e Requirements:
-‘h""-__
W UNIVERSITY

Canada’s Capital University

[) Add aroom | g2 Remove room (s)

Mo room requested.
Reom Requiremen ts:
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N
Adding a New Component

e C(Click on [+ at the course level

e Click on the section to which you wish to attach the
component.

e Click on the “Add” icon within the “Components” tab.

* File View Help

L} -
INFOSILEM 22 :[@Backto list Flsave [New i
Courses Section Editing
Departments: 1]
[Ecan & eceon Hioimaton |
. l n =) cmuou F Department Section R s O o
s A Done [
U N | v E R S | T Y EHC Course Number
. D [EconTaonF
ECONAD0D W = o
Canada’s Capital University oL
ECONAD02 W A
ECON2001F Term
ECON2020 F 201330 v
ECON2020 W
ECONZ030 F Besciiphag

ECON2030 W [
ECON2101 W
ECON2102F
ECON2102 W omponents ]
ECON2103 F

ECON2103 W [) Add | &2 Remove | B Duplicate | B Batch Update

ECONZ201F

ECON2201 W Component Max Enroliment Donefid

ECON2202 F 0oa 170 O

ECON2202 W || O@an 31 o

ECON2400 F 1| QoA - O

ECON2400 W 7 03 e =

ECON3050F

ECON3300 F 09 a0 3 o

ECON33E0F @A 3 o 18
ECON3403 F 0©acs - o

ECON3405 W R =



I
Adding a New Component

e Enter the Name (Section letter in Banner, e.g.
A01), Type (Schedule Type in Banner, e.g. TUT)
and Max Enrollment.

/‘ DCU 5.0.1 - Windows Internet Explorer

¢ File View Help
ILEM 22 : FABackto list [F]save [JNew
Lautses Component Editing
Depariments: >
i ECON v| | E| This Component is grouped. Any changes may affect its related entities.
E ECON1000F
B A
r""-; Carleton 2
ADT
Ea AD2 Department
W UNIVERSITY pos Econ Academic Blocks
& ” 2 A04 [ Add | 22 Remove
Canada’s Capital University e Course Number T e e =
[Econtooo F Departmen Identification scription 10
ADE Mo Records
07 Section
ADS = =
409 [& Mave to section..
A10 Mame
:11 [a12 | ‘__
B Tipe
C |GRP v —_—
13
ECON1000 W IMax Enrollment
ECON1001F [31 | -
ECON1002 W
ECON2001F L DescrpHon
ECON2020F IR |
ECON2020 W 4




Adding a New Component

e Click on the down arrow next to the following
fields to select a value.

General Registration Restrictions Reserved Seating

Fart of term (leave blank if Cpen Learning) Status Code Campus Code

|1 - 201410 - Full Term || A - Active v || M - Main Campus v/
Grade Mode Code Special Approval Code Zession Code
| L - Standard Letter Grade hd || VH E - Evening V|
Attendance Method

r letO |C dit Billi Contact |

redi illing onta
UNIVERSITY Hours Haours Hours Lecture Lab

Canada’s Cap|ta| u"iversiiy (0TQ0.5) (0TO0.5) (0TO6) (0TO 3) 0TO3) Other
05 | 0s | 3 | 3 | | |
[ Tuition and fee waiver Section Text

[“]voice response and self service Architectural Technalogy 2 |
Gradable |

20



I
Adding a New Component

e Under Deliveries click on Add

e Select a Schedule type (e.g. LEC) from the pick
list
 Under Time Request select Pattern Request. For

unscheduled courses select “No time
requested.”

|
Carleton o

Canada’s Capital University Sungard Higher Education Banner ®

| Scheddtefpe——.
\LLEC - Lecture ) v|
e —

|Sta|1 Date: 2014/01/06 End Date: 2014/04/01 |

P1




I
Adding a New Component

 Under Room requests, select a room type (e.g.
LEC or SEM), a pavilion, and a campus (M). Save.

[) Add aroom | ¢2 Remave room(s)

Characteristic|

Payili Ca Room !
(s) required
|UEI - Southam Hall V| @ i

D Add characteristic | 22 Remaove characteristic(s)

Name Description

Carleton

Room Requirements:
UNIVERSITY

Canada’s Capital University

[) Add | &2 Remove | % Assignment| [¥] New Instructor...

Department Instructor Name Staff ID Responsibility Session Is Primary
[0 ECON @ Ritter, Archibald 100501357 100 % 100 %

22



I
Adding a New Section

e Section = group of components

e If the course is displayed in the navigation panel
but there is no # at the course level, the course
does not have a section.

H ECOM3808 W
H ECOM3B20F

Carleton + ECOM3BR0F
W UL VE RS T + ECOM38E0 W

Canada’s Capital University EI: I:I ['-]3'3 g g F * HD SEE‘“GH

+ ECOMN4001 F

23



Adding a New Section

e Click on the course in the navigation panel
e Under Sections, click on Add

dows Internet Explorer

INFOSILEM

File View Help
: [@Backto list Elsave [INew (EODHD

Courses
ECON2020 F ~
ECON2020 W )
ECONZ030 F
ECONZ2030 W Department
ECON2101W

Course Editing

No available Course requirement notes

ECON2102 F |ECON Course Requirsments
ECONZ2102 W Course Number
ECONZ103 F [Econzsns F |
ECON2103 W Course Title

. C l t ECONZ201 F [ |

I l ECOMN2201W
aI‘ e 0 ECONZ2202 F Scheduling Groups
ECON2202 W Group Group Type Department Course
U N l V E R S | T Y ECON2400 F Mo Records

ECON2400W
ECON2050F

ECON3300 F

ECON3360 F

ECON3403F

ECONZ405 W

ECON3508 W

ECON3509 F

ECOMN3601F =

Canada’s Capital University

Remove

Section

Mo
Records

ECOMNZE01W
ECON3602 F
ECON3607 F
ECON3T06 W
ECOMN3803 W
ECON3804 F
ECON2807 F
ECON3808 W
ECOMN2820 F
ECON3880 F
ECON3880 W

ECON4001F
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N
Adding a New Section

 Enter the name for the section (e.g. A) and
select an appropriate term. Save.

e Click on the “Add” icon within the
“Components” tab and add a component (slides
18 — 21).

* File View Help

FOS . :
IN ILEM 22 é@ﬁackm list F]save [JNew P
F&; Car l‘ 'tO I l Soases Section Editing
Departments e
W UNIVERSITY ‘Econ N seceon e ]
) . ” 4 = ECONt000F A i 3 o =
Canada’s Capital University =t L
D
c Course Mumber one []
2 [EcontoooF
ECONA000 W = _
ECONA001F Section
ECON1002W A
ECON2001 F e
oy
ECON2020 W
ECON2020F Description

ECON2030 W
ECONZ101W
ECOMN2102F
ECON2102 W = l
ECON2103F

ECON2103 W [) Add| 32 Remove | B Duplicate | B4 Batch Update

ECOMN2201F =

ECON2201 W Component Max Enroliment Doneled
ECON2202F 09a 170 a
ECON2202 W 4| | o9 s 3 [m] 25
ECONZ2400F || O a2 H ]
ECON2400 W =y 7 =



N
Making a Component Inactive

e Open the Component Edit Screen (see slides 4 -
7)

 Tick the check mark box on the top right hand
side of the component editing page and it will

change the icon to a (do not enter) icon and
press save.

C arleton Component Editing

UNIVERSITY |E]'rhi= hmpungmisgmped. Any changes may affect its related entities. |

Canada’s Capital University

nnnnnn

mmmmmmmmmm

lllllllllll
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Making a Component Inactive

 Proceed to “General” tab and choose (inactive)
under the drop down menu and click on save.

General Registration Restrictions Reserved Seating

Part of term (leave blank if Open Learning) Status Code Campus Code
| 1-201410 - Full Term | T, || - Main Campus v|
Grade Mode Code Special Approval Code Sessicn Code
|L - Standard Letter Grade VH v || E - Evening Vl

Attendance Method

| |
Carleton o s o
YW UNIVERSITY Hours Hours Hours Lecture Lak

(0TO0.5) (070 0.5) (0T 6) (07O 3) (070 3) Other
Canada’s Capital University |U.5 | |U.5 | |3 | |3 | | | | |

Section Text

[ Tuition and fee waiver
|Architectura| Technology 2 |

] Voice response and self service
[#] Gradable | |

27



N
Making a Component Inactive

 Under the Deliveries tab, tick on the 01 delivery
and click on Remove. Save.

' [ 01 ' [ Add | 22 Remove

[O;| This Delivery is grouped. Any changes may affect its related entities.

Sungard Higher Education Banner &
Schedule Type

|LEC - Lecture v|
C l |Start Date: [2014/01/06 End Date: [2014/04/08 |
25 Carleton e
W UNIVERSITY Pattern Request v
Canada’s Capital University panem;|E1K3-‘|x3-hour V|

Time Requirements:

28



Making an Inactive Component Active

e Open the Component Edit Screen (see slides 3 -6)

 Uncheck the (do not enter) icon on the right hand
side of the component editing page. An icon with
a circular checkmark should appear.

e Choose “Active” under status

e Under the deliveries tab, click on ADD and
Carleton proceed to add the time request, room request

W UNIVERSITY

Canada's Capital University and instructor information.

29



N
STA Requests

e Click on the “Instructors” button in the
navigation panel

e Click on the “last name” of the instructor
you want to update

e Scroll down to “Instructor Unavailabilities”
Carlelon o Click on “Add unavailability”

UNIVERSITY

Canada’s Capital University

30



N
STA Requests

e Choose the professors “unavailability type”

(C1, C2 or C3) and choose the specified
term for the STA to take effect. Enter the
start and the end times. Save.

Carleton

W UNIVERSITY

Canada’s Capital Universiiy E\nslructm unavailabilities notes
| [) Add unavailability | 22 Remove unavailability(ies) |
Unavailability Type Term Start Date End Date Day Start End
o c2 hd 201330-201410 ~ |20131'09|'05 |20'I41'04:’0'I Monday A 8 v 30 ~ 10 >~ 00 ~
b c2 e 201330- 201410 ~ I2l)'|31'09:’05 |20'I41'U4|’0'I Wednesday ~ 8 ¥ 30 -~ 10 ~ [ ~
[} Add unavailability | 22 Remove unavailability(ies) |

31



N
STA Requests

 Once all STA requests for your department
are entered into the DCU, print the STA
requests summary report.

* (Click on the Instructors button in the
Navigation Panel

Carleton < Tick the Expanded View check box

UNIVERSITY

Canada’s Capital University
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STA Requests

e Click on Printer Friendly Version

e Go to File and select Print Preview. Click on
the Landscape button and then on the Print
button

indows Internet Explorer

* File View Help

C 1 INFOSILEM 22 EDNew PDelete
ar etOn Courses Instructor List
W UNIVERSITY —
Instructors | Show 10 per page
Canada’s Capital University P
CHEM v| | &5

Aikawa, Bio (100214070) Instructor staffip  Instructor  ypavailabilities Deliveries

Avis, Tyler (100782336) . ol MRS

Azad, Mastaneh (100218210} “OP piawa  Bio g 100214070 E 2 O
Barry, Sean (1 U_U'I 89456) _ @ P wis Tyler = 100782336 W E Course Section Term  Component Delivery Start Date End Date
BEWE_IQGU:AIEXIIS (100871417} FOODA001 WA 201410 & @01 20140106 2014/04/08
Bezaire, Veronic (100841131} FOOD3005F A 201330 A @01 2013/09/05 201312/09
Buist, Peter (100502163} FOODS102F A 201330 F @01 2013/09/05 20131209
Burk, Robert (100093038} SO P izad Mastaneh - - Course Section Term Component Delivery Start Date End Date

Crutchley, Robert (100506341)

CHEWM1001F A 201330 A1 @01 201309005 201312/09
DeRosa, Maria (100203182} CHEW1001F A 201330 A2 @01 2013/09/05 201312/09
Doering, Ronald (100023094 CHEMT001F A 201330 A3 @01 2013/09/05 2013/12/09
Galway, Graham (100275408) CHEM1001F A 201330 A4 @01 2013/09/05 20131209
Hosseinian, Farah (100811108) CHEM1001F A 201330 A5 @01 2013/09/05 20131209
lannnl Snatali (ANNRTATRAL CHFO01F A POM330 AR @01 P043MNAINS 20131208

33




STA Requests

The report is easier to read if paper size is
Legal. To change the paper size, click on
Preferences then on the Paper/Quality tab and
select Legal from the Paper sizes pick list.

The report must be signed by the Chair and

Carleton sent to SES via interoffice mail no later than

Canada’s Capital University FEbruary 11, 2013
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1]
AM/PM/EM Preferences

e Click on the “Instructors” button in the navigation panel

e Click on the “last name” of the instructor you want to
update

* Tick the appropriate box under Instructor Requirements
e Enter a comment and save

kd picase check any that apply. Where necessary, provide additional information in~ Instructer requirements notes
the instructor requirements. Flease be specific and clear.

C arleton O Eérl'y' |1.'|.|:|rni?'|g Dl'l-l'f[Bi?fEI Al -—.I'I‘1:3E| AM) Fall ONLY
W’ UNIVERSITY [ AM only (10:00 AM - 14:30 PM) - Fall OHLY

Canada’s Capital University [ PM anly (11:30 AM - 17:30 PR} - Fall OMLY

[] Early marning anly (8:30 AM - 11:30 AM) - Winter DMLY
[] A only (10:00 AM - 14:30 P} - Winter ORLY

[] PM anly (14:30 AM - 17:30 PM} - Winter OGMLY

[] Early merning only (8:30 AM - 14:30 AM) Fall and Winter
[ AM only (10:00 AM - 14:30 P} - Fall and Winter

P only (11:30 AM - 17:30 P} - Fall and Winter

35




e
Departmental Meeting

e Click on the “Meetings” button in the navigation
panel

e Click “new” to get started on your professors
meeting

e Choose your “Meeting Type” on the drop down
menu. In the “Identification” box enter the name of
the meeting

% Carleton , ,
university e Jnder “meeting requirements”, indicate the time of

Canada’s Capital University

the meeting and other additional information, if
needed

* You are able force your departmental meeting in

your own “departmental room” ,



e
Departmental Meeting

e Under the “instructors” tab, click on “Add”. On
the left hand side of the instructor list, tick each
professor that will need to attend the
departmental meeting. Click OK. Save.

Attach list
| Instructor List
— Department Instructor Name Staff ID &=
PSYC >
'_E ® PSYc © P Bennell Craig 100442235
=l PSYC © P Bowker, Anne 100441451
F&q C aI‘leton | |lm Psyc © P Chery, Frances 100501947 L

= PSYC @ P Coplan, Robert 100918908
W UNIVERSITY | lm Psyc © P Danils, Tina 100502220
s % % % m  PSYC @ P Davis, Christopher 100440535

Canada'’s Capltal Unlversﬂy ® PSYc © P Forth, Adelle 100899190 |
= @ PSYC @ P Gick Mary 100502211
B PSYC © P Harasymchuk, Cheryl 100842664
| @ PSYC ©@ P Hellemans, Kim 100783992
= PSYC o P Herdman, Chris 100871083
] PSYC 9 P Holahan, Matthew 100724946
] PSYC 9 P Huta, Veronika 100889032
= ] PSYC ° P Jdanova, Liudmila 100843159
al PSYC © P Kamawar, Deepthi 100442347
] PSYC © P Kiistiansen, Connie 100860438

= P]YC @ P lacemix Giv 1N072N379 =

| Ok| Gancel
37




e
Departmental Meeting

Meeting Editing

Department; |FREN Meeting Reguirements: Ieeting requirements note
Meeting Type: |F'rnfessor Meetings V|E
Identification: |Departmenta| Meeting

| [) Add aforced time | 22 Remove forced time(s) |
Term Start Date End Date Frequency Day Start End

O [201330 v [2013/09/05 2013/12/09 | Friday v 110 v|[00 | |11 v|[30 |
O [201410 v [2014/01/06 2014/04/03 | Friday v |10 w00 || |11 v |[30 |

| [ Add aforced time | £ Remove forced time(s) |

Neo room requested Click here to add a room request

Carleton

W UNIVERSITY

Canada’s Capital University

[] 4dd| 2 Remove

Department Instructor Name Staff ID 5
| FREM [/ Anonby, Erik 100842617
O FREMN (/] Benny, Francine 1004426594 L4
1 FREM (/] Cote, Sebastien 100723338
| FREM (/] Dion, Chantal 100899192
Fl FREN [ /] Doutrelepont, Charles 100890277 3
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N
Adding a Course to a Course

Combination

e (Click on the Course Combinations button

e Click on the course combination in the navigation
panel

* Click on Add Course under Courses

e Open the Program pick list, scroll down to your
department and select the program. Select a

iy
9@&?299 department from the Department pick list and the

Canada’s Capital University

course that you wish to add

e Leave Section blank. If you wish to attach a particular
component to the course combination, specify which
component you wish to attach in the Requirements
box. -




Adding a Course to a Course
Combination
e Select a category (listed in the priority order): C=

core (must happen) , E= Elective (desired), O =
optional (the weakest of the three).

INFOSIEEM B8

Coaes

WIS

Mestg

B biretd j
AFRIBA HonsCombined AFRI 2, 2
AFRIBA HonsCombined AFRI 3,2
AFRIBA HonsCombined AFRI 3, 3
AFRIBA HonsCombined AFRI4, 2
AFRIBA HonsCombined AFRI4, 3
AFRIBA HonsCombined AFRI5, 3
AFRIBA HonsCombined AFRI B, 4
AFRIBA HonsCombined AFRI 6, 4
AFRIBA HonsCombined AFRIZ, 2 Lo
{|/AFRI BAHonsCombined AFRI 6. 3
ARCH Bachelor of Arch 1.1
ARCH Bachelor of Arch 1,2
ARCH Bachelor of Arch 107, 3
ARCH Bachelor of Arch 107, 4
ARCH Bachelor of Arch 108, 1
ARCH Bachelor of Arch 108, 2
ARCH Bachelor of Arch 109, 1
ARCH Bachelor of Arch 109, 2
ARCH Bachelor of Arch 110, 1
ARCH Bachelor of Arch 110, 2
ARCH Bachelor of Arch 111, 3
ARCH Bachelor of Arch 111, 4
RCH Bachelor of Arch 112, 4
ARCH Bachelor of Arch 112, 3
ARCH Bachelor of Arch 113, 3

Acsdarn Biocks

Loz

Carleton ,

UNIVERSITY

it Groups

Canada’s Capital University

ARCH Bachslor of Arch 113, 4
ARCH Bachelor of Arch 114, 4

ARCH Bachelor of Arch 114, 2 | Departments Courses Sections Categories
AFRIBA HonsCombined AFRIT, 2 ~|[aFRI ~|[AFRI2001W || ~l[c ¥

[Ok| cancel




Removing a Course from a Course
Combination

 To remove a course from an existing course
combination, tick the check box of the course being
removed and click “remove courses”, click ok and
save.

Course Combination Editing

. Department [s0AN o
ar eton Course Combination [ANTH Block 10- Comments - Instructions

W UNIVERSITY Ty Relaxed Rules®:
Description
Canada’s Capital University Number of students |15

s

) Add course | 27 Remove Course(s)

ours
ANTH3007 W
ANTH3020 W

7] BA GenBAHonANTH 10
[7) BA GenBAHonANTH 10

ANTH3035 W
ANTH3355 W
ANTH3570 W

{7/ BA GenBAHOnANTH 10
[ BA GenBAHonANTH 10
{71 BA GenBAHonANTH 10

L C.
3 c
3 E
-] BA GenBAHonANTH 10 8 E ANTH3027 W
g E
4l E
3 E

41



Adding a New Course Combination

e To add a new course combination block, click on
“new” on top of the page.

e Enter the new course combination name in the
“course combination” field.

 Under “type” choose conflict free.

e Under “number of students”, indicate the total

iy
?Rﬂeng(.)g number of students you expect to take this

Canada’s Capital University

combination of courses.
e Save. Add courses (see slides 39 — 40).
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Making a Course Combination
Inactive

 Click on the “Course combination” button in the
navigation panel under the your selected

department
e Choose the “course combination” you wish to make
Inactive
 On the right hand side of the screen “tick” the
Carleton circular checkmark

Canada’s Capital University

e The circular checkmark should now be a red “do not
enter” sign

e Save
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N
Changing Combined Maximum

Enroliment for a Group of Cross
Listed Courses

 Cross-listed components in DCU are represented as
component groups. The component group ID
displays the group members. E.g. In the fall term
ECON 1000 A is cross-listed with ECON 1001 A; the
cross listed group will have the name “ECON 1000F

A, ECON1001F A”
Uy ’
== Carleton

UNIVERSITY

canaaws el umversy. ® 10 ChANge the combined maximum enrollment for a
group of cross-listed components, click Component
Groups and locate the appropriate group in the
navigation panel.
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Carleton

W UNIVERSITY

Canada’s Capital University

Changing Combined Maximum
Enroliment for a Group of Cross
Listed Courses

 Once the group is located, click on the group ID
in the Component Group Editing screen.

e Change the Cross List Maximum Enrollment
* Save.

[/ DCU 5,0.1 - Windows Internet Explorer

: File View Help

[} 5
INFOSILEM 82 - fEBack to list [H]Save []Mew {Lom oy T}
Courses Component Group Editing
Instructors
Group ID: ‘ECON‘IDDDF A ECONTODTF A
S EELIE Group Constraint: ‘ CROSS_LISTED v |
Academic Blocks Sungard Higher Education Banner &
CrossList Maximum Enraliment
Component Groups ( |340 )
COMP4300W E, COMP5900W W b’
COMP5104F F, HCINS408F F |
COMPSBO2F F, ISYS5802F F, MATH
ECON1000F A ECON1001F A [) ~dd a compenent | 32 Remave a companent
ECONT000F B, ECON1001F B
ECON1000F C. ECONA00IF C Department Course Number Section Component
ECON1000F D, ECON1001F D = [JECON ECON1000F A [
ECONT000F V, ECOMN100TF T [JECON ECON1001F A (-1
ECONT000W & ECONI002W &
ECON1000W B, ECONA002W B I |



Carleton:

UNIVERSITY

Canada’s Capital University|

{2 DCU 5.0.1 - Windows Internet Explorer

INFOSILEM 2

: File View Help

Cross Listing Courses
e Click on the Courses button in the navigation panel
e Click on the course that you wish to cross list
e Check mark the Add cross-listing check box

- [EFBack to list [£]Save

Courses

Departments:

[Econ v

Course Editing

ECONTOUT W
ECON1001F
ECON1001W
ECON1002F
ECON1002 W
ECON1401F
ECON1401W
ECON1402F
ECON1402'W
ECONZ001F
ECON2001W
ECONZ009F
ECONZ009 W
ECONZ020F
ECONZ2020W
ECONZ030F
ECON2030 W
ECOMNZ101F
ECONZ2101W
ECONZ102F
ECONZ102'W
ECONZ103F
ECON2103 W

Department

E Please check any that apply. Where necessary, Course requirement notes

[ECcon
Course Number

provide additional information in the course
requirements. Please be specific and clear.

[ECon1000F
Course Title

introduction to Economics

Remave cross-listing
dd cross-listing
Make full session (same time in both terms)

0 Remave same time both terms requirement (no
longer a full session course)

equirements:

Cross list
1001

ECON 100oc & with ECON

Section
oA
0oe
[l Ty

[) Add | 22 Remaove
Description Term
201330
201330
2n422n

100

* Inthe Course Requirements:(free text box), specify
with components should be cross listed. Save.
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UNIVERSITY

Canada’s Capital University

Cross List

Ing Courses

: File View Help
(1] 5
INFOSILEM 28 ‘[Back o list Elsave IR
Courses Course Editing
Departments: A
B — v

EC
ECON1001 F
ECON1001 W
ECON1002 F
ECON1002 W
ECONT401F
ECOMNT401W
ECOMN1402F
ECONT402 W
ECONZ001 F
ECONZ001 W
ECONZ009F
ECONZ009 W
ECON2020F
ECONZ2020W
ECONZ030F
ECON2030W
ECONZ101F
ECONZ101W
ECONZ102F
ECONZ102W
ECOMNZ103F
ECONZ103W

s

Department

Course reguiremsnt notes

[Econ
Course Mumber

Please check any that apply. Where necessary,
provide additional information in the course
requirements. Please be specific and clear,

[Econtooo F
Course Title

Remaove cross-listing
dd cross-listing

|Imr0duct\0n to Economics

IMake full session (same time in both terms)

0 Remave same time both terms requirement (no
lenger a full session course)

erquirements:

ECCON

Cross list ECCH 100c A with
1001 3

[) Add | 22 Remove

Term
201330

201330

an422n

[m]
O
"
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t"'-’} Carleton

UNIVERSITY
Canada’s Capital University

Removing Cross Listing
e Click on the Courses button in the navigation panel

* (Click on the course

e Check mark the Remove cross-listing check box and
enter a comment under Course Requirements:

e Save.

Courses

Cepartments

|ECON

Course Editing

]

m

ECON1001F
ECON1001W
ECON1002 F
ECON1002 W
ECONT40T F
ECON1401 W
ECON1402 F
ECON1402 W
ECONZO01F
ECOM2001W
ECONZ009 F
ECONZ009 W
ECONZ020 F
ECONZ020 W
ECON2030F
ECONZ2030 W
ECONZA01F
ECOMNZ101W
ECON2102 F
ECONZ102 W
ECONZ103 F
FOANS4Na W

Ferwrery

Dgparmant Edrizase check any that apply. Where necessary, Course regquirsment notes
|ECON provide additional informaticn in the course

Course Number payirements. Please be specific and clear.

|ECON1DUU i Hemove cross-listing

Course Title

[Tdd cross-listing

|Introducﬁ0n to Econamics [] Make full session (same time in both terms}

0O Remove same time both terms requirement (no
longer a full session course)

fquirements:

Remove cross listing between ECON
'_333| A with ECCN 1001 &

Section Description Term
mL 201330
0os 201330 a




Adding a Full Session Course

e Add the Fall and the Winter courses
e Click on the Courses button in the navigation panel
e Click on the Course

 Check mark the Make full session check box and
enter a comment below in the Course Requirements:

e Save.

{2 DCU/5.0.1 - Windows Internet Explorer

Carleton wrosumen

W UNIVERSITY

Course Editing

% % = D
Canada’s Capital University [Econ o
@
SO
ECON1001F .
ECONA001 W Course Number requirements. Please be specific and clear,
ECON1002 F [EcontoooF [ Rem isting
ECONT002 W Course Title
ECON1401F [introduction to Economics
ECON1401 W
ECON1402F
ECON1402 W
ECONZ001F
ECON2001 W
ECONZ2009 F
ECONZ009 W
ECON2020F
ECONZ020 W
ECONZ030 F
ECON2030 W
ECONZ101F
ECONZ101W
ECONZ102F
ECONZ102 W ||| O9a 201330
ECONZ103F 11l nes 201330

Department
[Econ

[l pieaze check anythat apply. whers necessan, Course requirement notes
provide additional information in the course

g
m}
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I
Scheduling Groups & Ties

e Use the Time Requirements: box to enter
scheduling ties (e.g. “labs right after the lecture”)

or scheduling groups (e.g. same time —same
room).

[) Add | 22 Remoave

E This Delivery is grouped. Any changes may affect its related entities.

Carleton

UNIVERSITY
Canada’s Capital University |GRF' - Discussion Group

Sungard Higher Education Banner &
schedule lype

2014/04/01 |

|Start Date: 2014/01/06 End Date:

Pattern Request %
Pattern:| D1X1-1X T-hour v
Time Requirements:

Right after the lecture

A4




Registration Restrictions

e Open the Component Edit Screen (see slides 4 -6)
e C(Click on the Registration Restrictions tab.

General{ Registrafion Restrictions ‘Reserved Seating
Part oftemmmng} Status Code Campus Code
| 1-201330 - Full Term v|[A- Active v|[M - Main Campus v
Grade Mode Code Special Approval Code Session Code
| C - Continuing v|| v|| D -Day v|
C l Attendance Method
- i W
r ar etOI l |F1 1st half of two term course |
v Credit Billing Contact
UNIVERSITY Hours Hours Hours Lecture Other
Canada’s Capital University (0T 1) (0TO1) (0TO8) (070 8) Lab 0T02)
(I T T R T R N o]
[ Tuition and fee waiver Section Text
[¥]Vaice respanse and self service |This section will be recorded for CUOL. Optional |
¥ Gradable |avai|ah|e. see section |
|On-campus course, Distance Students see secti|
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Registration Restrictions

Depending on the type of restrictions you wish to
enter, click on the appropriate tab (Departmental and

field of Study, Class and Level, Degree and Program,
or Campus and College).

Select Include or Exclude. Click on Add to add a new
restriction. Save.

General Registration Restrictions Reserved Seating

Department and field of study Class and Level Degree and Program Campus and College

Include/Exclude (VE) v Include/Exclude (VE)

Class Restrictions Level Restrictions
[0 Add| 22 Remove [) Add | &2 Remove

Code Description Code Description
U1 First Year Undergraduate Mo Records
il




Carleton

UNIVERSITY

Canada’s Capital University

Reserved Seating

e Open the Component Edit Screen (see slides 4 -6)
e Click on the Reserved Seating tab.

Description
b
b -
|9
P
General Registration Restriction§ Reserved Seah
Term \——————‘tu/wse Title Part of term (leave blank if Open Learning)
\ ~|[ |[1- 201410 - Full Term ~|
Status Code Campus Code Grade Mode Code
‘A - Active V|| I - Main Campus v H L - Standard Letter Grade V|
MATH4806 W Special Approval Code Session Code Integration Partriar
MATHA906 W V” E - Evening V‘ W - WebCT "|
MATH4907 F
WATHAZT W Attendance Method
Fl MATHANT F A v|
Instructors Credit Billing
Hours Hours Contact
Meeti (00OR (00OR Hours Lecture Other
SLLS 0s) 0.8) (070 4) 07T03) Lab @10 1)
los ¥ o5 ¥ (I B | \ | b |
Component Groups
Course Combinations [ Tuitien and fee waiver Section Text
oice response and self senice |
Reports Gradable
v
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Reserved Seating

e Open the Component Edit Screen (see slides 4 -6)
e Click on the Reserved Seating tab.
|

General Registration Restrictions @e@
Part of term {leave blank if Open LearninMus Code Campus Code
|1 - 201330 - Full Term v [ A- Active v || M - Main Campus v
Grade Mode Code Special Approval Code Session Code
|C - Continuing V|| V|| D - Day V|
Attendance Method
|F1 - 15t half of two term course V|
Credit Billing Contact
Hours Hours Hours Lecture Other
& 0T 1) 0TO 1) (0T08) (0T 6 Lab 0T 2)
Carleton (T - M [ M S B
W UNIVERSITY ecton Tox
- o ection Te
Canada’s Capital University Iz:zzl:easnpdof::ewaa;;esrelfser\:ice [This section will be recarded for CUOL. Optional |
Gradable |avai|ah|e. see section |
|On—campus course, Distance Students see secti|
| |
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Reserved Seatin

= DCU 5.0.1 - Windows Internet Explorer

File View Help
[HBackto list [£]save [New =l

INFOSILEM 22

Courses MName

] |

MATH2100 F
MATH2100 W Type
MATH2107 F [LEC v
MATH2107 W
MATH2108 F | aEnssligent
MATH2108 W L [28 P |
MATH2404 W
WATH2454 F
WATH3001 F | |
WATH3007 F
MATH3008 W
WATH3057 F |
WATH3101 F
MATH3101 W Y
E B I General Reglstrauon Restrictions Reserved SEﬁtII"bg

E

B1 Reserved Seating

MATH3106 F [) Add | 22 Remove

eTi 2 >_________________________________________________ |
MATH3158 W

MATH3306 W ] Level Campus College Degree

MATH3355 F | < < 7| v
MATH3705 W

rVMTHSEDﬂ F Program Field of study type Field of study code Department (|1 ) ‘
v P——
HATHa802 F | +|[91 - Computer Mathematics v || | Tatst
MATH3204 W Curricula Class Attribute Cohort enroliment
MATH3206 F <] | ~| |

MATH3808 W

MATH3825 W Admission term Matriculation term Graduation term Overflow
WATH3855 W | ~| ~| ~|
MATH4002 W
MATH4007 F ” | H |
MATH4109 F > b b i
MATH4208 W Program Field of study type Field of study code Department ( [15 ) |

;":gﬂﬁg: "FM | b ” b ” COMP - School: Computer S¢ % H v| w
r:1*\TH4803 F Curricula Class Attribute Cohort enroliment

MATH4806 W ~| | ~| |

IMATH4908 W Admission term Matriculation term raduation term Overflow

ATié007 o ] | ]

MATHENOT F b

|5

I

Description

I+

I+

I+

L+ I+

Sl i i

Resenved

1+

F"t’} Carleton

UNIVERSITY

rr s

Canada’s Capital University

] Level Campus College Degree

Reserved

[ e e R e )

I+

1+

[

[+

Total Reserved Seating Tatal Waitlist Enrallment
Instructors ‘15 |u

Bl ndivn
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Reserved Seating
click on Add under the

 To set up reserved seating,
Reserved Seating tab

DCU 5.0.1 - Windows Internet Explorer

¢ File View Help

INFOSILEM - [Back to list [H]save [New Koo
s ~
Coun=es Component Editing —
Departments ~
| ECON v ‘ | [Z] This Component is grouped. Any changes may affect its related entities.
ECON1000 F
ECON1000 W
El ECON1001F
=h 5 Depariment
epanmen
c [Econ [
L E Course Number Done ]
ECON1002 W [Econiootr
ECONZ2001 F Section
ECON2020 F R
ECOM2020 W
ECONZ2030 F Mame
ECONZ030 W B ‘
ECON2101W
ECONZ102 F 5 Type
ECON2102 W ‘ LEC v‘
ECOM2103F
YW UNIVERSITY ECON2103 W Wax Enraliment
ECON2201F [170 |
" M . ECON2201W
Canada’s Capital University EoONz202 F ||| pescreton d
ECON2202 W 1 |
ECOM2400F o
ECON2400 W 1 Scheduling Groups
ECON3050F Group Group Type Department Course Term)|
ECON3300F ECONECON000FBB  CROSS_LISTED ECON ECON1000 F 201330
ECON3360 F
ECOMN3403 F
ECON3405 W |
ECON3508 W
ECOMN3509 F = :
ECON2601F General Registration Restriction: erved Seating
ECONZ601W Reserved Seating
ECON3802 F
ECON3607 F D) Add | % Remave
ECON3706 W
Econimoir ol || || e Recrss
Total Reserved Seating Total Waitlist Enrollment
Instructors ‘U ‘U
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Reserved Seating

Enter the code for the reserved seating category
(level, college, program, field of study, etc) and the

reserved seating maximum for this category. Check
the Overflow check box, if needed. Save.

General Registration Restrictions Reserved Seating

Reserved Seating

| [) Add | 22 Remove |

C l [ Level Campus College Degree Reserved
= Carleton | | ol ol 9 Jorsmrm,
W UNIVERSITY Program Field of study type Eisltofsiody code . ——Department (|15 )|
| v ” ‘QLUEI - Environmental Studies V”) v| Waitlist
. 2 " 2
Canada’s Capital University Curricula Class AftriBu Cohort enrallment
| o o o |
Admission term Matriculation term Graduation term Qverflow
| ] ¥ " B
Total Reserved Seating Total Waitlist Enrollment
[ [0
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-1
Reserved Seating

e Note that in Banner the first row shows the number
of seats in the Open Category.

* In DCU the Open Category doesn’t exist. Once the
component is uploaded to Banner, it will have an
Open Category. The number of seats in the Open
Category will be equal to the difference between

Carleton Max Enrollment and Total Reserved Seating.

UNIVERSITY

Canada’s Capital University
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I
Reserved Seating

e To remove a reserved seating category, select it and
click Remove. Save.

General Registration Restrictions Reserved Seating
Reserved Seating T
| [) Add | ﬂRemove ) |
Leyel Campus College Cegree Reserved
o v v v| |seating
Frogram Field of study type Field of study code Department |15
V” V” 11 - Canadian Studies V” V| Waitlist
Curricula Class Aftribute Cohort enraliment
== Carleton ] g 4 g
Admissionterm IMatriculation term Graduation term Qverflow
W UNIVERSITY v v vl 0
: i i 2
Canada’s Capltal Umversﬂy Total Reserved Seating Total Waitlist Enrollment
[15 o
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DCU Training

Location: 1728 DT

Date Day Time Topics

Jan 4,2013  Fri 9:30 AM-  DCU Introduction
11:30 AM
Jan 7,2013  Mon 9:30 PM- Hands-on session for users who have attended a
11:30 AM  DCU Introduction session in November or January
Jan 8,2013 Tue 9:30AM-  DCU Introduction

11:30 AM
i Jan 9,2013 Wed 1:30PM - Hands-on session for users who have attended a
gﬂ{' !?E(?TI} 3:30 PM DCU Introduction session in November or January
Canade’s Copitel Yalvaelly Jan 16,2013 Wed 1:30PM — Hands-on session for users who have attended a

3:30 PM DCU Introduction session in November or January
Jan 29, 2013 Tue 9:30 PM- Hands-on session for users who have attended a

11:30 AM  DCU Introduction session in November or January
Feb7,2013 Thu 1:30PM - Hands-on session for users who have attended a

3:30 PM DCU Introduction session in November or January
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N
DCU Support

e Email: timetabling@carleton.ca

e Julia Piatigorskaia: ext. 8877
 Phay Mui: ext. 8803

* Amy Resmer: ext. 3009

e Lana Graham: ext. 3234

Ll
g]l\ﬁ%‘!enls:(l)'rl} e Jamie Carmichael: ext. 3588

Canada’s Capital University
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